CITY OF EL PASO, TEXAS
DEPARTMENT HEAD’S SUMMARY REQUEST FOR COUNCIL ACTION (RCA)

DEPARTMENT: Human Resources
AGENDA DATE: 08/30/05
CONTACT PERSON/PHONE: Human Resources, Linda Thomas, (915) 541-4509
DISTRICT(S) AFFECTED: N/A
SUBJECT:

APPROVE: Resolution for the creation of Chief Street Operations Officer, Ombudsman,
Business & Customer Service Manager, Deputy Director — Building Permits & Inspections, and
Development Services Director

BACKGROUND / DISCUSSION:

The creation of the proposed job classes were requested by the Deputy City Manager for Building and Planning
Services to implement the strategic restructuring plan for the Building and Planning portfolio that is being
presented through the budget process. No current specification adequately describes the nature, scope and level of

the assignments and requirements for these positions.

PRIOR COUNCIL ACTION:

N/A

AMOUNT AND SOURCE OF FUNDING:

Budgeted for FY/2006
Funding Source: 32010159-01101-32000, 33010034-01101-33000 & 36010318-01101-36000

BOARD / COMMISSION ACTION:

Per Civil Service Commission approval on August 25, 2005.

*******************REQUIRED AUTHORIZATION********************
LEGAL: (if required) FINANCE: (if required)
OTHER:

(Example: if RCA is initiated by Purchasing, client department should sign also)
Information copy to appropriate Deputy City Manager

APPROVED FOR AGENDA:

CITY MANAGER: DATE:




RESOLUTION

BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF EL PASO:

That the Classification and Compensation Plan shall be amended, as
recommended by the Civil Service Commission. The class of Ombudsman is hereby
created as specified in the duties and responsibilities attached hereto. The Code is
5936. The Grade is PM 80.

PASSED AND APPROVED this 30th day of August, 2005.

THE CITY OF EL PASO

John F. Cook
Mayor
ATTEST:
Richarda Duffy Momsen
City Clerk
APPROVED AS TO FORM: APPROVED AS TO CONTENT:

QL4 )

Mérla Guadalupe Martinez, inda’Ball Thomas
Assistant City Attorney / Intérim Human Resources Director

APPROVED BY THE CIVIL
SERVICE COMMISSION:

Date: August 25, 2005

Secretary



CITY OF EL PASO - JOB DESCRIPTION 5936 - PM 80

Pofessional and Managerial Branch OMBUDSMAN
Development Services Group

Arbiter Series 8/05 (AIS)
General Purpose

Under direction, expedite the permitting and public hearing process for assigned cases and investigate and
resolve complaints or disputes to ensure the effective and efficient operation of development and

construction.
Typical Duties

Expedite and coordinate efforts of department section and outside agencies to accomplish permitting of
assigned cases efficiently. Involves: Collaborate with individuals from department and outside agencies to
provide rulings and interpretations on municipal and building code issues. Work with department personne! to
accomplish zoning, plan review and inspection work within time limits.

Receive and resolve complaints from residents, businesses and other organizations concerning department
procedures, regulations, policies or service quality issues. Involves: Review and process assigned cases.
Meet with complainants to ascertain area of concern. Interpret and explain building codes and rules and
regulations to contractors and the public. Research and analyze necessary codes, policies and procedures to
formulate responses. Confer with supervisor to obtain guidance, as necessary. Mediate resolution between
complainant and department and recommend appropriate action. Recommend amendments, modifications,
and clarification of departmental procedures, regulations, and policies to supervisor.:” Refer difficult or
unprecedented cases that may necessitate deviation from general policies to supervisor for guidance or
disposition. Track outcome of complainant cases,

Analyze departmental operating procedures to devise:efficient and effective methods of accomplishing work
and improving customer service. Involves: Plan study of work problems “and procedures such as
organizational change, communications, information flow or cost analysis. Gather and organize information on
problems or procedures including composing and conducting written and ‘phone surveys. Analyze data
gathered using statistical methods. Develop solutions and alternate methods of proceeding, organizing and
documenting findings of study- and preparing recommendations for implementation of new systems,
procedures or organizational changes. Monitor effectiveness of improvements to ensure functional or project
systems are applied and functioning as designed. .

Perform professional and incidental duties as required. Involves: Act as liaison to economic development,
business and citizen- groups to provide information on the planning, permitting and inspection process.
Substitute, if assighed, for immediate supervisor during temporary absences by performing delegated duties
and responsibilities sufficient to maintain ‘continuity ‘of normal operations and similarly performing any duties
of subordinates or coworkers, if required.

Knowledge, Skills and Abilities
e Considerable knowledge of administrative practices, theories and methods.
o Considerable knowledge of municipal code, zoning and building codes.

e Good knowledge of practices and techniques of research and investigation, grievance or conflict resolution
and statistical analysis.

e Some knowledge of public works operations and services.
e Ability to read, analyze and interpret city ordinances, regulations and policies.
e Ability to make decisions by applying principles of logic and analysis to practical probiems.

* Ability to establish. and maintain effective working relationships with fellow employees, officials and
general public including dealing courteously with irate people.

e Ability to communicate clearly and concisely, orally and in writing to tactfully and impartially facilitate and
resolve conflicting viewpoints, prepare and make presentation on technical subject matter.

e Ability to maintain records and prepare reports.



CITY OF EL PASO - JOB DESCRIPTION 5936 - PM 80

e Skill in safe operation and care of personal computers or network workstation, and generic business
productivity software.

Other Job Characteristics

e Frequent driving through City traffic.

e Occasional moving over uneven terrain, climbing ladders, and conducting inspections outdoors in extreme
weather conditions.

e Work extended hours and weekends.

Minimum Qualifications

Education and Experience: Equivalent to an accredited college or university with a Bachelor’'s Degree in
Business or Public Administration, Planning, or related field, plus five (5) years professional level experience in
customer relations, or complaint investigation and resolution either of which involved technical interpretation

of planning, building or zoning codes.

Licenses and Certificates: Valid Texas Class “C” driver's license or equivalent from another state.

Human Resources Director Department Head





